
COMMAND
HOMEPORT TRANSFER KIT

CHECKLISTS



UPON RECEIPT OF ORDERS

6 MONTHS PRIOR TO MOVE

6 MONTHS PRIOR TO MOVE (CON'T)
Contact Household Goods Office for an
appointment with a counselor to arrange
for shipment of personal property.

Find out about on-base housing availability.
If there is a long wait for housing, contact
local realtors in the new area for housing
information.

Have your current command request a sponsor
for you.

If spouse will be seeking employment, obtain SF 171
applications from Transition Assistance Management
Program or Civilial Personal Office.

Start writing Chamber of Commerce in the
new area for local information, such as 
schools, housing, and employment prospects
in the area.

Arrange for 10 days of househunting leave
with your present command.

Ask FSC to call FSC at new command to request
a Welcome Aboard Package for you.

Start a calendar for your move.

Encourage spouse to contact Spouse Employment
Counselor at the local Family Service Center  for an
appointment to review SF 171 and resume.

If you need to sell your home, contact a Real
Estate agent.  Have your home listed in the
Housing Referral Office's data base.

If you have family members eligible for the
Exceptional Family Member Program, contact
the FSC to find out procedures for enrollment.

Start gathering birth certificates, shot records,
marriage certificates and other legal documents
for passports.

Determine if you will be required to carry a
passport in your new location and if so,
apply for family passports as well.

Make appointments for overseas medical
screenings, and dependent entry approval,
if applicable.

Find out about any special requirements for
pets such as quarantines, rabies shots, and
health certificates.

Call FSC to find out when the next Home
Buying/Selling Seminar will be conducted.

Notify landlord or rental agent or Housing Office of
PCS orders. Give written notification if there is a
military clause in your orders.

Call the FSC to set up an appointment with a
counselor to get information on the new duty
station.
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MORE ON THE OTHER SIDE
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3 WEEKS PRIOR TO MOVE

2 WEEKS PRIOR TO MOVE

1 MONTH PRIOR TO MOVE

1 WEEK PRIOR TO MOVE

FINAL DAY

Make final detailed calendar.

Start packing items for shipment.
Keep household inventory list.
Confirm child care for moving day.

Remove light bulbs from lamps.

Lock valuables in car trunk.
Have cold drinks and snacks.

Turn in keys.
Turn off lights, lock doors.
Do final walk-through.
Confirm arrival time of moving company.
If problems, call Household Goods Office.
Re-check mover's inventory.

Clean refrigerator.  Allow to dry one
to two days with the door open.

Finalize arrangements with Personal
Property Office or make reservations
if you're renting a truck or trailer.

Confirm reservations for temporary lodging.

Check expiration dates on your
military ID card and family members,
update, if required.

Make arrangement for all pets that
will be traveling separately from the family.

Call sponsor for any last minute changes
in schedule and/or arrival needs.

Dispose of all inflammable liquids
Set aside traveling items to take with you.
Call rental office, landlord, or housing for 
final walk-through.

Return all library books/video and
other borrowed items.

Confirm moving dates and times with
Personal Property.

Pick up required medical prescriptions.

Pick up all educational records.
Clear up outstanding accounts.
Send change of address cards.
Call utilities for disconnect dates.

Separate professional books, papers
and equipment.  These items will be 
weighted and listed separately on
your shipping inventory.

Pick up developed film, cleaning, etc.

Retrieve all loaned items.

Set aside materials for final house cleaning.

Begin packing seldom-used items.

Notify school.  Ask for a copy of records
and request a copy be forwarded to 
the new school.

Make sure entire family is properly
enrolled in DEERS.

3 MONTHS PRIOR TO MOVE
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2 MONTHS PRIOR TO MOVE

Work out a financial plan which will
outline how much money you will need
to allocate for moving expenses.
Consider deposits for apartments,
first month's rent, utility deposits, 
any extra expenses for pets.

Make a personal inventory of your
property, and record value. You may
want to record serial numbers and
photograph or videotape such property.

Contact your insurance company
and find out the type and amount
of coverage you have on auto,
home, and household goods while
in storage or en route.

Take care of auto maintenance
and repairs.

Check expiration dates on major
credit cards you plan to continue using.

Take pets to veterinarian for
shots, check-up.

Close out local charge accounts.

Make a list of all businesses, institutions,
and individuals requiring notification of 
your change of address.

Keep track of relocation expenses.

Obtain a copy of your medical records,
and request your originals be forwarded
to the new duty station.

Call the Navy Lodge or billeting at the
new location to arrange for temporary 
lodging.

Update your Page Two.

Request mail order catalogs if moving
overseas.

Discard extra clothes, furniture, etc.
you won't need.

Send DD Form 1745 (Application for
Housing) to the Housing Referral
Office at the new duty location.
Attach two copies of your orders,
updated Page Two, and letter with
date of detachment.

Go to Legal Assistance Office to appoint
someone to be legally authorized to act
on your behalf (Power of Attorney) if you
will not be in the area for finalization
of move.  
















